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RD I nstruction 2060-A
Part 2060 - PERFORMANCE RATI NGS

Subpart A - FnHA PERFORVANCE APPRAI SAL

§2060.1 Authority.

This Instruction prescribes the procedures and policy for the Farners
Hone Adm ni stration (FnmHA) Performance Managenment System (PMS). This
Instruction, along with Department Personnel Manual (DPM Chapter 430 -
Per f ormance Appraisal, constitute the Performance Appraisal Plan for all FnHA
enpl oyees except those excluded by |law or regul ation. Specific provisions and
procedures governi ng performance apprai sal for Senior Executive Service (SES)
enpl oyees are located in OPM Chapter 430. This plan has been approved by the
O fice of Personnel, U S. Departnment of Agriculture (USDA) as being in
conformance with DPM Chapter 430. A copy of this approval is included in
Exhi bit C of this Instruction.

§2060. 2 Purpose.

The purpose of this plan is to ensure that perfornmance appraisal is used
as a tool for executing basic managenent and supervi sory responsibilities by:

(a) Communi cating and clarifying agency goal s and objectives:

(b) Identifying individual accountability for the acconplishnent of
organi zati onal goals and objectives;

(c) Evaluating and inproving individual and organizationa
acconpl i shnents;

(d) Using performance rating as a basis for rewardi ng enpl oyees and for
ot her personnel actions.

"Fully Successful" performance is the expected | evel of performance under this
pl an.

82060.3 Definitions.

The following definitions are applicable to the FnHA PV5 and ot her
personnel systens involving the use of perfornmance appraisals:

DI STRIBUTION: WS, D, C Per sonne
Performance Ratings
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RD I nstruction 2060-A
§2060. 3 (Con.)

(a) Appraisal. The act or process of review ng and eval uating the
performance of an enpl oyee agai nst the descri bed perfornance
standard(s), including oral or witten progress reviews.

(b) Appraisal period. The period of tine established by an appraisa
system for which an enpl oyee's performance will be revi ewed.

(c) Appraisal system The nethod used to identify critical and
noncritical elenents; establish performance standards; comrunicate

el ements and standards to enpl oyees; establish nethods and procedures to
appr ai se performance agai nst established standards; and provide
appropriate use of appraisal information in making personnel decisions.

(d) Appraisal unit. The unit of nmeasure used to establish the relative
wei ghted value of critical and noncritical elenments.

(e) Critical element. A conponent of a position consisting of one or
nore duties and responsibilities which contributes toward acconpli shing
organi zati onal goals and objectives. A critical elenent is of such

i mportance that unacceptabl e performance on the elenment would result in
unaccept abl e performance in the position

(f) Decision table. A matrix used for deriving a rating from appraisa
of individual elenents.

(g) Elenent rating. The |level of performance on an individual elenent
which is determ ned by comparing acconplishnents to the performance
standard. Elenent rating levels are: "Exceeds Fully Successful, k"
"Fully Successful,” and "Does Not Meet" the "Fully Successful" |evel

(h) Noncritical elenment. A conponent of an enpl oyee's position which
does not neet the definition of a critical elenment, but is of sufficient
i nportance to warrant witten apprai sal and the assignment of an el enent
rating.

(i) Performance. A enployee's acconplishment of assigned work or
duties and responsibilities as specified in the critical and noncritica
el ements of the enployee's position

(j) Performance Managenent System The total process of integrating
performance, pay, and incentive systens with




§2060.3 (j) (Con.) RD I nstruction 2060-A

basi ¢ managenent functions for the purpose of inproving individual and
organi zati onal effectiveness in the acconplishnent of Agency m ssion and
goals. Basic to the foundation of perfornmance nmanagenment is the
performance apprai sal process.

(k) Performance plan. The aggregation of all an enployee's witten
critical and noncritical elenents and perfornmance standard(s).
(Renunmbered 03-20-96, PN 259.)

(1) Performance standard. A statenent of the expectations or

requi renents established by managenent for a critical or noncritica
element at a particular rating level. A performance standard nay
include, but is not limted to, factors such as quality, quantity, cost-
efficiency, tinmeliness, and nmanner of perfornmance.

(Renunbered 03-20-96, PN 259.)

(m Progress review A review of the enpl oyee's progress toward
achi eving the performance standards, and is not in itself a rating.
(Renunmbered 03-20-96, PN 259.)

(n) Rating of record. The summary rating required at the tinme
specified in this Performance Appraisal Plan, or at such other times as
specified for special circunstances. (Revised and renunbered 03-20-96,
PN 259.)

(o) Summary rating. The witten record of overall performance and the
apprai sal of each critical and noncritical elenent and the assignnent of
a summary rating level. Summary rating |levels are "Qutstanding,"”
"Superior,"” "Fully Successful,” "Marginal," and "Unacceptable."
(Renunmbered 03-20-96, PN 259.)

(p) Unacceptable performance. Performance of an enpl oyee which fails
to neet established "Fully Successful" performance standards in one or
nore critical elenments of the enployee's position

(Renunmbered 03-20-96, PN 259.)
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RD I nstruction 2060-A

82060.4 Responsibilities.

(a) The Administrator is responsible for ensuring that perfornmance
apprai sals are conducted in accordance with the requirenents set forth
in this plan.

(b) The Assistant Administrator for Human Resources, is del egated
responsibility for the admi nistration of the procedures of this system

(c) Enployees are responsible for participating in the identification
of performance el ements and standards and perform ng assigned duties and
responsibilities in accordance with these standards.

(d) Supervisors are responsible for using the performance appraisa
process as a continuing tool in managing the daily work routine.
Supervisors are responsible for carrying out the specific procedura
requirenents of this Instruction as they relate to:
(1) The establishnent of performance el enents and standards;
(2) Providing feedback to enpl oyees about their perfornance;

(3) Conducting progress reviews and formal appraisal interviews;

(4) Taking or recomendi ng appropriate personnel actions based on
per f or mance apprai sal s.

(e) Reviewing officials are responsible for ensuring that the
performance apprai sal process is used in a manner consistent with the
provisions of this Instruction. Specifically, they nmust ensure that:

(1) Performance standards and el enents adequately reflect
appropriate levels of quality and difficulty of perfornmance; and

(2) Performance ratings are accurate, consistent and equitable
t hr oughout the organi zati on

4
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RD I nstruction 2060-A

§2060.5 Coverage.

The requirenents of this Instruction apply to all enployees of the Agency
except :

(a) Those enpl oyees excluded by 5 U.S.C. 4301 (2), except nmenbers of
t he SES;

(b) Enpl oyees in noncareer executive positions filled under 5 CFR
Part 305;

(c) Positions in the excepted service for which enploynment is not
reasonably expected to exceed 120 cal endar days in a consecutive
12-nont h peri od;

(d) Enployees in the follow ng positions when filled by appointnments
limted to 1 year or |ess, or when enpl oyees are serving on intermttent
tours of duty: (Revised 03-20-96, PN 259.)

(1) Seasonal positions in Alaska filled under 5 CFR 213. 3113
(c)(2).

(2) Tenporary positions filled under 5 CFR 213.3113(e)(3) when
occupi ed by individuals whose principal duties involving making and
servicing natural disaster energency | oans. (Renunbered 03-20- 96,

PN 259.)

(3) Positions filled under 5 CFR 213.3102(g). (Renunmbered 03-20- 96,
PN 259.)

(4) Positions filled under 5 CFR 213.3102(k) when occupi ed by
enpl oyees to whom no conpensation is paid. (Renunbered 03-20-96,
PN 259.)

(5) Positions filled under 5 CFR 213.3102(1) when occupi ed by
scientific, professional, or technical experts for consultation
pur poses. (Renunmbered 03-20-96, PN 259.)

(6) Positions filled under 5 CFR 213.3102(0) when occupi ed by
faculty menbers. (Renunbered 03-20-96, PN 259.)

(7) Positions filled under 5 CFR 213.3102(p) when occupi ed by
graduat e students. (Renunmbered 03-20-96, PN 259.)

5
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RD I nstruction 2060-A
§2060.5 (d) (Con.)

(e)

(8) Positions filled under 5 CFR 213.3102(q) when occupi ed by
students working intermittently or on a part-tinme basis while
attendi ng school. However, this exclusion does not apply to any
position occupi ed by a cooperative student who nay becone eligible
for nonconpetitive conversion to a conpetitive service appoi ntment.
(Renunmbered 03-20-96, PN 259.)

(9) Positions filled under 5 CFR 213.3102(v) when occupi ed by
tenmporary sumrer aids. (Renumbered 03-20-96, PN 259.)

(10) Seasonal positions filled under 5 CFR 213.3102(y) when
occupied by finalists in national science contests.
(Renunmbered 03-20-96, PN 259.)

The foll owing positions when filled by individuals who are expected

to work |l ess than 120 consecutive cal endar days for the sane supervisor
under an appointnent linmted to 1 year or |ess:
(Revi sed 03-20-96, PN 259.)

(f)

(1) Positions filled under 5 CFR 213.3102(m when occupi ed by
cust odi ans or general |aborers.

(2) Positions filled under 5 CFR 213.3102(w) when occupi ed by
student s appoi nted under the Stay-in-School Canpaign

Al t hough the above groups of enpl oyees are exenpt fromthe

requi rements of this Instruction, that exenption does not prohibit
supervisors from nmai ntai ning records of work, nor does it prevent
supervisors fromrecomending or taking adm nistrative action involving
such personnel

(9)

I ncl usi on of nmanagers, supervisors, and enpl oyees occupyi ng

Schedul e C positions does not extend to those enpl oyees any rights
establ i shed under Chapter 43 of Title 5, U S.C

82060.6 bligations under 5 U.S.C. Chapter 71 lLabor-nmanagenent rel ations.

Ofices are required to negotiate or consult with recogni zed | abor
organi zati ons concerning appropri ate aspects of this performance apprai sa

system

82060. 7 Perfornmance pl anni ng.

All

performance appraisals will be based on individual performance plans

whi ch consist of critical and noncritical elenents and perfornance standards.

6
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§2060. 7 (Con.) RD I nstruction 2060-A

(a) Preparation and communi cation of performance plans.

(1) Individual performance plans will be established and
conmuni cated in witing within 30 days of the begi nning of each
appr ai sal peri od.

(2) Performance plans shall be reestablished or revised each tine a
wor k assi gnnent changes significantly, whether or not the work
assignment requires a personnel action. Enployees nmust be informed
and participate in any revision and changes nmade to their witten
per f or mance pl ans.

(3) Individual performance plans will be established and
comunicated in witing to the enployee within 30 days of an

enpl oyee' s assignnment to a position (e.g., pronotion, reassignment,
appoi nt nent).

(4) Al performance plans and changes nust be submitted to the

reviewing official for approval. Reviews of performance plans are
to ensure appropriate levels of quality and difficulty of
performance standards wi thin each enployee's plan. In npost cases

the reviewing official is the second | evel supervisor. State
Directors are authorized to serve as the reviewing official for any
field position reporting directly to them except Program Chiefs and
District Directors. This responsibility should be redelegated to an
appropriate enployee (e.g., Admnistrative Oficer or Program Chief)
to performthe reviewing official functions required by this

par agraph and section 2060.9 (f) of this Instruction. Performance
plans for District Directors and Program Chiefs will be sent to the
National Ofice for review The reviewing official for District
Directors is the Deputy Adm nistrator for Program Qperations; and
for Chiefs, the Assistant Admi nistrator for the appropriate program
ar ea.

(b) Enployee participation in establishing perfornmance plans.

Supervi sors and managers have a major responsibility to ensure

consi stency, objectivity, and equity in the devel opment of perfornmance
el ements and standards and the subsequent appraisal of performance
agai nst these standards. El enments and standards nust be based on the
requi renents of the enpl oyee's position. Conmmunication between the
supervi sor and the enployee is essential in this process. The
identification of performance el enments and the establishnment of
performance standards require joint

(12-2-87) PN 70



RD I nstruction 2060-A
§2060.7 (b) (Con.)

participation of the supervisor and the enpl oyee in devel opi ng
performance plans. Final authority for establishing elenments and
standards rests with the supervisory officials. Joint participation may
be acconplished by means including, but not limted to, the foll ow ng:

(c)

(1) Enpl oyee and supervisor discuss and devel op perfornmance plan
t oget her.

(2) Enployee provides supervisor a draft perfornmance plan

(3) Enployee coments on draft performance plan prepared by the
supervisor; or

(4) Enpl oyees who occupy simlar positions prepare Performance
pl an(s) with supervisor's approval

Performance el enents.

(1) Method of identifying performance elenents. Performance

el ements are established using position descriptions, work plans,

i nstructions, project proposals, goals, targets, job analysis, equa
enpl oyment opportunity action plans, individual devel opnment plans
and any other source that assigns or fixes responsibility for
acconpl i shment. Acconplishrment of organizational objectives should
be included in performance plans by incorporating objectives, goals,
program pl ans, workpl ans or by other means that account for program
results.

(2) MNunber of Elenents. At |least three el enents nust be used, but
normally no nore than ten el enents will be used.

(3) Use of Subelenents. Subelements may not be used. This
restriction does not preclude further specification of work within
an element as long as only one rating level is assigned for element.

(4) ldentification. The elenents identified under a perfornmance
plan for a position should usually be
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§2060. 7(c) (4) (Con.)

reflected in an adequately described position and should generally
enconpass the major duties and responsibilities of the position
Critical elenents must be included, but not all elenments may be
critical. At |least one noncritical elenent nust be used.

(d) Performance standards. Performance standards will be witten to
describe the Fully Successful |evel of performance. Fully Successfu
performance is performance of good quality, wherein the enpl oyee
produces the expected quantity of work and neets deadlines or schedul es
for conpletion of work. The absence of a witten standard at the
"Exceeds" Fully Successful level or the "Does Not Meet" Fully Successfu
| evel does not preclude the assignnent of a rating at those |evels.

(e) Performance plans. Performance plans should include the follow ng
i ssues as appropriate to the duties and responsibilities of the
specific. The issue may be identified as a separate el ement or standard
or as a specifically identifiable part of a |arger el enent or standard.
Sanpl e standards for these duties are included in Exhibit B.

(1) Equal Opportunity.

(2) Management Controls. (Revised 04-30-96, SPECI AL PN.)

(3) Executive, Managenent, Supervisory Devel opnent.

(4) Public Information

(5) Managenent of Inventory Property.
(f) Generic performance plans. Generic elenments and performance
standards are included as Exhibit Bto this Instruction for those
positions where there are a | arge nunber of simlar positions throughout
t he agency. These performance plans should be tailored to neet the

specific requirenments of a particular position. Ofices may which to
devel op other generic standards for use on a |ocal basis.

(g) Docunentation. Al Perfornmance el ements and standards nust be
described in witing at the begi nning of the appraisal cycle.
Performance plans will be docunented on Fornms AD 435A and AD-435B
Performance Pl an, Progress Review and Apprai sal Wrksheet and incl ude
t he designation of critical and noncritical elements.

9
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RD I nstruction 2060-A

8§2060.8 Progress reviews.

(a) Supervisors are responsible for nonitoring enpl oyee perfornmance
agai nst performance standards throughout the rating period and shoul d
provi de on-goi ng feedback to the enpl oyee about the |evel and quality of
per f or mance.

(b) A formal progress review should be held at the m dpoint of the
apprai sal cycle. The purpose of the progress reviewis to advise
enpl oyees of current performance. The reviewis also used to ensure
that critical and noncritical elenents and performance standards are
appropriate and current. Key points of the performance di scussion
shoul d be documented on Form AD- 435A.

8§2060.9 Apprai si ng performance.

(a) Normal performance period. The normal perfornmance appraisal period
is fromJuly 1 through June 30 of each year. (See DPM 430 for SES

enpl oyees.) Ratings of performance will be conpleted within one nonth
of the end of the appraisal year

(1) Ratings may only be based on actual enpl oyee acconplishnents
and presunptive ratings of record are prohibited. |If a rating is
needed for a specific purpose such as wthin-grade increase, nerit
i ncreases, or reduction-in-force, and there is no current rating of
record, a rating will be made in accordance with the instructions
governing the section which requires the rating.

(2) A formal appraisal may not be given unless elenments and
standards were established and comunicated to the enpl oyee and the
enpl oyee has served under those el enents and standards for a m ni mum
of 90 days.

(b) Docunentation of acconplishments. At the end of the appraisa
peri od, the supervisor with admnistrative responsibility for the

enpl oyee documents acconplishments. Acconplishnents may be docunented
on Form AD-435A/B or on bond paper attached to Form AD-435A/ B
Docunentation is

10
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§2060.9 (b) (Con.) RD I nstruction 2060-A

required for each el enent appraised at "Does Not Meet" or "Exceeds."
This nmeets the requirenent of DFM 430 for docunentation for a sunmary

rati ng of "Qutstanding". The docunentation nust show clearly and
specifically how the enpl oyee's perfornmance exceeded or failed to neet
the fully successful standard. |[If performance is at the "Fully
Successful " |l evel, no docunentation is required.

(c) Appraising elenents. Each performance el enent is appraised using
one of the follow ng elenment rating | evels:

(1) Exceeds. Performance exceeds the performance standards
established for the Fully Successful |evel

(2) Fully Successful. Performance neets the performance standards
established for the Fully Successful |evel

(3) Does Not Meet. Performance falls bel ow the perfornmance
standards established at the Fully Successful Level.

(d) Summary ratings. Once the elenents are appraised, the summary
rating is cal cul ated using the "Decision Table" (see Exhibit A).
Definitions of the five possible summary rating levels are as foll ows:

(1) "Unacceptable" - Performance which fails to nmeet established
"Fully Successful" performance standards in one or nore critica
el ements of the enployee's position. Wen perfornmance is
"Unaccept abl e”, corrective action nust be taken consistent with
requi red procedures.

(2) "Marginal" - Performance whi ch needs inprovenent to achi eve the
"Fully Successful" level. This may be evidenced by the need for

cl ose supervisory review, discussion and correction of work
products.

(3) "Fully Successful" - Performance which is of good quality. A
Ful | y Successful enployee produces the expected quantity of work and
neets deadlines or schedul es for conpletion of work.

(4) "Superior" - Performance of unusually good or excell ent
quality. A Superior enployee produces a very high quantity of work
ahead of established schedul es or deadlines and with |l ess than

nor mal supervi si on.

11
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§2060.9 (4) (5)

(5) "Qutstanding" - Performance of rare, very high quality. An
Qut st andi ng enpl oyee produces an exceptional quantity of work
significantly ahead of established schedul es or deadlines and with
very little supervision. Performance for each el enent consistently
exceeds the Fully Successful |evel

(e) Weights. The weighting of critical and noncritical elenents is
built into the Decision Table through the use of appraisal units, and
automatically occurs when the Decision Table is used to convert el enent
ratings to the summary rating. Critical elenents are assigned two
apprai sal units and noncritical elenments are assigned one appraisa
unit.

(f) Review procedures.

(1) Ratings of record nust be docunented in witing and nust be
revi ewed and approved by a higher |evel manager. Review ng
officials for ratings are the sanme as for the reviewing official for
performance plans. (See 2060.7 (a)(4).) Ratings may not be

conmuni cated to enpl oyees prior to approval by the final reviewer.
Thi s does not preclude di scussions between supervisor and enpl oyee
about performance prior to the determi nation of the rating of
record. Supervisors should submt Fornms AD 435, Perfornmance
Appr ai sal, and AD 435A/B, Performance Pl an, Progress Review and
Appr ai sal Wrksheet, to the reviewi ng official

(2) An enployee's performance rating nmay be changed by the rating
official; however

(i) Prior to any change, an attenpt should be made to settle
any differences between the rater and the reviewi ng official

(i) Changes nmade nust be consistent with the performance
st andar ds.

(g) Miltiple appraisals. Miltiple appraisals of performance made
during the appraisal period nust be conbined or considered in deriving
t he enpl oyee's next rating of record.

(1) Details and tenporary pronotions.

(i) Performance el ements and standards shall be established
for enpl oyees who are detail ed or

12



RD I nstruction 2060-A

§2060.9 (g)(1)(i) (Con.)

(h)

tenmporarily promoted for 120 days or nore to other positions in
t he agency or the Departnment. The supervisor responsible for
the detail or tenporary pronotion shall prepare el enents and
standards and comuni cate themin witing to the enpl oyee
within 30 days of the start of the assignnent. A sumary
rating shall be prepared to docunent the enpl oyee's
acconpl i shnents at the end of the assignment and nust be

consi dered in deriving the enpl oyee's next rating of record.

(ii1) Wien details are less than 120 days in duration, witten
performance el enents and standards are not required, but sone
docunment ed record of performance shoul d be kept.

(i1i) When enpl oyees are detail ed outside the Departnment, the
enpl oyi ng agency nust nmake a reasonable effort to obtain
apprai sal information fromthe outside organi zation

(2) Change in supervisors. Wen an enpl oyee works under different
supervi sors during the appraisal period, each supervisor of 90 days
or nore shall prepare a summary rating and forward it for
appropriate consideration to the enpl oyee's supervi sor

(3) Position changes. Wen an enpl oyee changes positions during
t he appraisal period, and the enpl oyee has served for the mninum
apprai sal period in the position fromwhich he/she has changed, a
summary rating shall be prorated

(4) Transfer of rating. |If an enployee noves to a new agency,
department or new organi zation in the enployi ng agency at any tine
during the appraisal period, the current performance ratings of
record nust be transferred, as required by {2060.13(b) of this
Instruction. A summary rating nust be prepared which nust be taken
into consideration by the gaining agency or departnent when deriving
the next rating of record.

Inability to rate. Wen a rating of record cannot be prepared at

the tine specified by this plan, the appraisal period shall be extended
for the anpbunt of time necessary to meet the m ni mum appraisal period,
at which time a rating of record shall be prepared. (Revised 03-20-96,
PN 259.)

(12-2-87)
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RD I nstruction 2060-A
§2060.9 (Con.)

(i) Appraising disabled veterans. The performance appraisal and
resulting rating of a disabled veteran may not be | owered because the
veteran has been absent fromwork to seek nedical treatnment as provided
in Executive O der 5396

(j) Conversion. Wen an enployee's position is converted from anot her
Federal Pay Systemw th no change in duties or responsibilities, the
enpl oyee's rating of record will be considered to have been based on the
posi tion which the enpl oyee occupies after the conversion and for all

ot her purposes under this chapter.

(k) Collateral duties. Enployees performng officially assigned

col lateral duties should be given performance apprai sals which reflect
both their primary duties and responsibilities and the collatera
duties. This is a joint responsibility of the primary supervisor and
the coll ateral duty supervisor

(') Enployee's certification. The supervisor shall reviewthe rating
of record with the enployee. The enployee's signature on the Form AD
435 shall serve as certification that such a discussion took place. |If
thi s discussion cannot be held, the supervisor shall docunent the reason
on Form AD-435.

§2060. 10 G evances.

Gi evances of perfornmance appraisals shall be handl ed using the
adm ni strative grievance procedure or applicable negotiated gri evance
procedures. (Revised 03-20-96, PN 259.)

82060. 11 Uses of perfornance appraisals.

The followi ng pertains to the use of performance appraisals as a basis
for specified actions.

(a) Wthin-grade increase (WE). Eligible enployees may be granted

WE 's when the enployee's summary rating is "Fully Successful " or

better. The decision to grant or withhold a WA is based upon the

enpl oyee's "rating of record” within the appropriate rating period.

VWhen a W3 decision is not consistent with the enpl oyee's nost recent
rating of record, a nore current rating of record nust be prepared. See
RD I nstruction 2054-A for further guidance.
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§2060. 11 (Con.) RD I nstruction 2060-A

(b) Pronotion. Performance ratings shall be considered in evaluating
enpl oyees for pronotion and reassignnent to positions with greater
promotion potential. No enployee shall receive a career pronotion

unl ess his/her current rating of record is Fully Successful or higher.
Supervi sors and enpl oyees shoul d be aware, however, that a Fully
Successful performance rating is not the only criteria for pronotion.

(c) Training and devel opnent. The perfornmance appraisal process may be
used as a basis for determ ning the training needs of enpl oyees.

(d) Performance bonuses. Performance ratings shall be used as a
basi s for performance bonuses. For perfornmance bonuses, see RD
Instruction 2063-B. (Revised 09-04-96, PN 265.)

(e) Reduction-in-force (RIF). Performance ratings are used to
establish service credit for RIF purposes. For R F Purposes, rating of
record neans an annual summary rating required at the time specified in
this plan. An enployee will not be assigned a new rating of record for
the sol e purpose of affecting his or her retention standing.
Performance ratings that were due before the date of specific RF

noti ces but were not officially approved and put on record until after
the date of the specific notices are not used to determ ne additiona
service credit.

(f) Less than "Fully Successful" performance. Supervisors shall assist
enpl oyees in inmproving less than "Fully Successful " performance. Such
assi stance may include, but is not limted to formal training, on-the-

job training, counseling, and closer supervision. |f performance is
"Unacceptable” in one or nore critical elements of the job, the
supervi sor shall informthe enployee, in witing, as soon as the

"Unaccept abl e” performance is apparent, informthe enpl oyee of standards
that nmust be met for "Fully Successful" performance, and provide the
enpl oyee a reasonabl e opportunity period to denonstrate "Fully
Successful " performance. (Revised 03-20-96, PN 259.)

15
(Revi sion 2)

(12-02-87) PN 70



RD I nstruction 2060-A

82060. 12 Training and eval uati on.

(a) Al enployees will receive a copy of the FnHA Performance Appraisa
Plan. Supervisors and reviewing officials will receive training in
carrying out their responsibilities under the plan

(b) Periodic evaluations of the performance appraisal process will be
made t hrough management eval uati on processes.

82060. 13 Forns and records.

(a) Appraisal fornms. Appraisals conducted under this plan nust be
recorded on Form AD- 435, and copies provided to the enpl oyee and
supervisor. Performance el ements and standards will be docunmented on
For m AD- 435A/ B.

(b) Records. 1In addition to the procedures set forth in 5 CFR
Part 293, the follow ng procedures govern the establishnent and
mai nt enance of performance apprai sal records:

(1) Al records maintained nust neet the requirenents of 5 CFR
Part 297 as well as any Departnental provisions of the Privacy and
Freedom of Information Act.

(2) Performance ratings of record and the performance plans on
whi ch the ratings are based nmust be filed in the enployee's Oficia
Personnel Folder (OPF) on the left side.

(3) Wen the OPF of an enpl oyee is sent to another servicing
personnel office in the enploying agency, to another agency or
departnent, or to the National Personnel Records Center (NPRC), the
"l osi ng" servicing personnel office shall include in the OPF al
performance ratings of record that are 3 years old or |ess including
t he perfornmance plan on which the nost recent rating was based and
the sunmary rating prepared when the enpl oyee changes positions.
Al'so, the "losing" office will purge fromthe OPF or Enpl oyee
Performance File all performance ratings and plans that are nore
than 3 years old, and other performance-rel ated docunments.

§82060. 14 - 2060.50 [Reserved]

Attachnents: Exhibits A, B, and C

0Qo
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RD I nstructi on 2060- A
Exhibit A

DECI SI ON TABLE

SUMVARY RATI NG LEVELS

UNACCEPTABLE One or nore critical elenents are
apprai sed at "DOES NOT MEET"
MARG NAL

NOT MEET" than at "EXCEEDS"

FULLY SUCCESSFUL Any conbi nation of appraisal units

which falls between "SUPERI OR' and

I
I
I
I
I
I
I
I
More appraisal units are st "DOES |
I
I
I
I
I
I
I
I

"MARG NAL"

SUPERI OR More appraisal units are at "EXCEEDS"
than at "FULLY SUCCESSFUL" but none |
are bel ow "FULLY SUCCESSFUL" |

I
I
QUTSTANDI NG Al'l appraisal units are at "EXCEEDS' |
I

Critical element = 2 appraisal units
Noncritical elenment - 1 appraisal unit
I nstructions:

1. If any critical elenent is appraised at the "DOES NOT MEET" |evel;
this is an "UNACCEPTABLE" rati ng.

2. If all elements are appraised at "EXCEEDS", this is an "OQUTSTANDI NG'
rating.

3. If neither of these conditions are net, conpare the appraisal val ues
at each of the three elenment rating levels to the appraisal unit
conbinations listed in the Decision Table and assign the proper rating.

See exanpl es on next page.
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RD I nstruction 2060-A
Exhibit B

| SSUE: Equal Opportunity

USDA is fully committed to the purpose and objectives of Equa
Qpportunity. Accordingly, every enployee is expected to carry out

hi s/ her responsibilities in this area in a fully successful nmanner.
The foll owi ng performance standard is applicable for supervisory
positions in all programdivisions in the National Ofice and with
m nor nodifications, all managenent divisions and field positions as
wel | .

PCSI TIONS: Al supervisory/ manageri al positions.

FORMAT: Equal Opportunity should be a separate performance el ement for
nmanageri al positions. For |ower |evel supervisory positions Equa
Qpportunity may be incorporated into a larger elenment dealing with
supervisory responsibilities.

PERFORVMANCE ELEMENT: Equal Opportunity Responsibilities
PERFORMANCE STANDARD: Ful |y Successf ul

| npl enent the current policies of the Agencys’ EEO
programin selecting/hiring, job design, training,

awar ds, career enhancenment program perfornance

eval uations and pronotion. |Is responsible for
fostering understanding to ensure that established
goal s under the Agencys’ Affirmative Action Plan are
net. This includes identifying barriers to acconplish
EEO obj ectives and recomendi ng renedi al action to
elimnate such barriers, participate in resolving EEO
conplaints. Assures that programregul ati ons and ocher
policies do not conflict with Cvil Rights laws. Spot
check conpliance with Agencys’ Equal Opportunity

regul ations 1910-A & 1901-E, during field assessnents
and reviews. Coordinate responses and corrective
actions with the EO Staff if and when apparent probl ens
ari se.

(04-30-96) SPECI AL PN



RD I nstruction 2060-A

Exhi bit B
Page 2
| SSUE: Management Control Activities Under OVB Crcul ar A-123

The Federal Managers' Financial Integrity Act of 1982, and O fice of
Management and Budget Circul ar A-123, requires agencies to establish
management control systens to protect program operations fromfraud,
wast e, and m smanagenent. Managenment controls are the checks and
bal ances by whi ch an agency ensures that it acconplishes its nission
and safeguards the public's resources. Two broad categories of
controls, accounting and adm nistrative, are identified. Accounting
controls relate to the safeguarding of financial assets and
reliability of financial reports. Admnistrative or nmanagenent
controls generally apply to activities leading to the authorization of
transactions or events. Accounting controls focus on the financia
nmanagenent areas while administrative controls focus on program
performance and the econony and efficiency of operations.

PCSI TIONS: National Ofice: Al SES enployees, GM enpl oyees, and Managenent

FORNAT:

Control O ficers.

Field: Al State Directors, Program Chiefs, District Drectors,
Adm nistrative Oficers, and Managenent Control O ficers
and any other GM positions.

In nost cases standards for managenent control wll be
incorporated into appropriate critical elenments. |ndividua
nmanagenent control elenments may be established where appropriate
because of the duties of a given position

PERFORMANCE ELEMENT: The standards |isted bel ow for managenment contro

responsibility are to be incorporated into the
standards for individual critical elenments where they
woul d be appropriate. These include el ements dealing
with programresponsibility where it is inportant to
maintain controls to assure that: (a) obligations and
costs are in conpliance with applicable Iaw, (b) funds,
property, and other assets are safeguarded agai nst
wast e, |oss, unauthorized use, or m sappropriations;
and (c) revenues and expenditures applicable to program
operations are properly recorded and accounted for to
permt the preparation of accounts and reliable
financial and statistical reports and to nmaintain
accountability over assets. The standards nay al so
apply to such other activities as time and attendance
reporting, nonitoring overtine usage, accuracy of
position descriptions, follow ng proper contracting
procedures, |oan making and servicing and simlar
activities.



PERFORMANCE STANDARD:

(04- 30- 96)
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RD I nstruction 2060-A
Exhi bit B
Page 3

Ful 'y Successf ul
Managenment controls are in place and operating.

Managenent control systens neet OVB, GAO, OPM and USDA
gui del i nes.

Managenent controls reports are subnmitted at the
required tine and contain all required i nformation

Corrective actions are taken to reduce or elimnate
deficiencies leading to potential or actual |oss of
r esour ces.



RD I nstruction 2060-A
Exhi bit B
Page 4

| SSUE: Executive, Managenent and Supervisory Devel opnent ( EMB)

The EMS devel opment program provi des a systematic process whereby
Agency EMS enpl oyees can master the supervisory and manageri a

know edges, skills and abilities (KSA' s) necessary for performng
official duties and responsibilities of their assigned positions and
for inmproving Agency effectiveness and efficiency, as well as the
capability for responding flexibly to new and changi ng denands. The
devel opnent programis a positive strategy for increasing manageria
excel | ence.

Supervi sors of EMS enpl oyees are responsible for

(1) Conducting EMS devel opment conferences with all EMS enpl oyees
under their direct supervision

(2) Assuring that the general process and procedures by which
i ndi vi dual EMS devel opnent needs are determ ned and devel oprent
activities selected are foll owed.

Addi tional information on the EMS devel opnent program can be found in
RD | nstruction 2057-G

PCSI TI ONS: | mredi at e supervisors of all EMS enpl oyees.

FORMAT: Standards describing fully successful performance of ENMS
Devel opnent responsibilities should be included in performance
el enents that deal with supervisory responsibilities.

PERFORMANCE ELEMENT: Assures that all directly supervised EMS enpl oyees
possess the EMS KSA's necessary to performthe officia
duties and responsibilities of their assigned
posi ti ons.

PERFORVANCE STANDARD:  Ful 'y Successful

Al'l directly supervised EM5S enpl oyees possess al
critical EMB KSA's at a satisfactory |evel of
proficiency.



RD I nstruction 2060-A
Exhi bit B
Page 5

| SSUE: Public Information Activities

Good relations with the public is a critical aspect of Agency
positions, particularly in the field. Every enployee is expected to
provi de pronpt and courteous service to the public in a fully
successful manner.

PCSI TIONS:  County Supervisors, Assistant County Supervisors, District
Directors, and with sonme nodification, all other positions having
public contact as a major portion of their work.

FORMAT: A standard describing Fully Successful performance for public
information activities should be separate perfornmance el enent for
af fected positions.

PERFORMANCE ELEMENT: Public Information
PERFORVANCE STANDARD:  Ful 'y Successf ul

Pronotes and denpnstrates a cooperative and courteous
attitude in working with representatives of the

busi ness comunity, other Governnent agencies, other
agricultural and private sector |enders, applicants,
borrowers, and coworkers. Attends public neetings when
appropriate to explain or discuss Agency | ocal prograns
and policies. Utilizes news nedia to informthe public
and potential applicants of avail able prograns.
Responds to adverse publicity in a manner which

i nproves public understandi ng of agency prograns and
polici es.

(04-30-96) SPECI AL PN



RD I nstruction 2060-A
Exhi bit B
Page 6

| SSUE: Managenent of Inventory Property

The increasing nunber of property in inventory has placed unusua
enphasis on the efficient and tinmely maintenance and sale of the
property. The Ofice of the Inspector General has issued a
recomendati on that managenent of inventory property be included as a
critical job element for State, District, and County enpl oyees,
especially in localities where inventories are high.

POSITIONS: State, District, and County enployees in localities where the
State Director determ nes the perfornmance standard and
performance el ement are appropriate.

FORMAT: Managenent of inventory property can be represented by a separate

per formance standard and performance el enent or can be incorporated
as part of another appropriate performance el enent.

PERFORMANCE STANDARD:  Ful |y Successf ul
Properties in inventory are managed to protect the

interest of the Governnment and di sposed of in an
expedi ti ous manner.
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